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Why USA Jobs?

USA Jobs allows the National Guard to 
Post vacancy announcements  
Accept applications via the internet or fax

Instant application receipt notification
Analyze applicant competencies and 
qualification
Provide Timely notification of qualification rating 
& non-selection
Provide Timely turnaround on rating 
applications and publishing certificate of eligible 
applicants
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Vacancy Announcement Locations
USA Jobs Website    
www.usajobs.com

http://www.usajobs.com/
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Vacancy Announcement Locations
Michigan National Guard website: 
https://www.mi.ng.ds.army.mil/jobs/
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Vacancy Announcement Locations
Listing of Current Michigan National Guard 
Technician Vacancies
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Job Search on USA Jobs

USA Jobs
Search Jobs By:

Agency Search
AIR FORCE, DEPARTMENT OF

Air National Guard Units
ARMY, US DEPARTMENT OF THE

National Guard Units

Location (City/State/Country)
Occupational series (Job Title)
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Job Search on USA Jobs
USA Jobs Agency Search – National Guard
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Job Search on USA Jobs
Michigan Army National Guard Vacancies
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Vacancy Announcement
Contains 5 Sections – Read Each Carefully
Section 1 - Overview
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Vacancy Announcement
Contains 5 Sections – Read Each Carefully
Section 2 - Duties
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Vacancy Announcement
Contains 5 Sections – Read Each Carefully
Section 3 – Qualifications & Evaluation
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Vacancy Announcement
Contains 5 Sections – Read Each Carefully
Section 4 – Benefits & Other Information
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Vacancy Announcement
Contains 5 Sections – Read Each Carefully
Section 5 – How to Apply
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Application Process

Two Options for Submission
Apply On-line
Fax application materials to Central Office 
of Personnel Management (OPM) Office

You Must Submit as A Minimum:
Questionnaire
Resume and/or Optional Form (OF) 612

State HRO WILL NOT accept ANY
submissions
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Application Process

After your resume or application and 
questionnaire are submitted

You will receive confirmation 
By email if your application was submitted 
electronically
Fax confirmation (transmittal confirmation) by fax
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How to Apply - Faxing
Follow Option B Instructions under “How to Apply”

Click on Links
Provided to
Obtain:

Paper
Questionnaire
(1203-FX)

And

Fax Cover
Sheet
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How to Apply - Faxing

Print Form 1203-FX
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How to Apply - Faxing
Answer questions in vacancy announcement
and fill in responses on 1203-FX
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How to Apply - Faxing 
Only need fax cover sheet
if not using 1203-FX (i.e. faxing only a resume)
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How to Apply – Online (New User)
Click “Apply Online”
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How to Apply – Online (New User)

First Time User

Create A New User Account
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How to Apply – Online (New User)
Complete Required Information 
to Establish Account
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How to Apply - Online (New User)

Create a Resume Using Resume Builder
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How to Apply – Online (New User)
Follow Step-by-Step Resume Builder Instructions
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How to Apply – Online (Existing User)

Log In with username and password

Existing User
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How to Apply - Online
Select from Stored Resumes to Apply to Vacancy
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How to Apply - Online
USA Jobs Automatically Re-Directs 
to Application Manager
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How to Apply - Online

Click “Continue” to enter Application Manager
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How to Apply - Online
Login to Application Manager OR
Create a New Account
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How to Apply - Online
Create a New Account
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How to Apply - Online

Start with Biographic Information
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How to Apply - Online
Continue Biographic Information
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How to Apply - Online
Continue into
Eligibility Information
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How to Apply - Online
Continue into
Other Information
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How to Apply - Online
Begin Assessment Questionnaire
Section 1 - Area of Consideration
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How to Apply - Online
Continue Assessment Questionnaire
Section 2 - General Experience
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How to Apply - Online
Continue Assessment Questionnaire
Section 3 - Specialized Experience
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Continue Assessment Questionnaire
Section 4 – KSA Based Questions

How to Apply - Online
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How to Apply - Online
Upload Documents 
(Resume/OF 612/DD 214/Transcripts)
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How to Apply - Online
Save Application to Continue Later OR
Submit Application
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How to Apply - Online
Confirmation of Application Submission
Print for Your Records
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How to Apply - Online
Summary of Questionnaire Answers
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How to Apply - Online
Summary of Application Packages
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How to Apply - Online
Application Package Status Information



47

How to Apply - Online

Details of Application Package Status
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How to Apply - Online
Logout of Application Manager When Finished
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How to Apply - Online
E-mail Notification
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Key Points to Remember

Read the announcement carefully to ensure 
all documentation has been forwarded with 
application

Applications must be received by 12 
midnight of the closing date 

Failure to provide complete information will 
result in you not receiving consideration for 
the position
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Key Points to Remember

Applications mailed to HRO will not be accepted and 
will be returned to sender

Faxing Complete Application Package
Complete the OPM Form 1203-FX (paper questionnaire) 

Fax 1203-FX, resume/OF 612, DD 214’s, Transcripts

Faxing Only Resume/OF 612, 214’s, Transcripts
Use the Official Fax Cover Sheet 
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Key Points to Remember

ALL Applicants must submit a resume or 
application (OF 612) AND the individual Job 
Questionnaire for each vacancy

Incomplete application packages will not be considered

ALL job related experience must be documented in 
the resume or application, to include inclusive dates 
and job responsibilities. 
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HRO Points of Contact

CW2 Jessica Ulrey
(517) 483-5592
Jessica.ulrey@us.army.mil

MSgt Devon Lavengood
(517) 483-5593
Devon.lavengood@us.army.mil

mailto:Jessica.ulrey@us.army.mil
mailto:Devon.lavengood@us.army.mil
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